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All fields required.   
Complete all required fields and mark unused optional fields with N/A.

FRCSE 3502/1 (REV. 6/2012)

TRW/IDP ADD/CHANGE/DELETE REQUEST

Career Development Division 
790-5688/Fax 790-5691

1.  NAME (Last, First, Middle Initial) 2.  EMPLOYEE PAYROLL NUMBER

3.  OLD SHOP 4.  NEW SHOP 5.  DATE RECEIVED

6.  OLD PLAN/SERIES/GRADE 7.  NEW PLAN/SERIES/GRADE 8.  DATE CORRECTED

9.  NEW TRW CREATED FROM SHOP
10.  PREVIOUSLY EMPLOYED CONTRACTOR YES NO

11.  POINT OF CONTACT 12.  PHONE NUMBER

13.  REMARKS

14.  SUPERVISOR TYPED/PRINTED NAME 15.  SUPERVISOR SIGNATURE AND DATE

Privacy Act Statement 
  

AUTHORITY:  The Government Employees Training Act of 1958 (USC, Title 5, 4101 to 4118), E.O. 9397, November 1943 (SSN). 
  

PURPOSE:   The primary purpose of the information collected is for use in the administration of the Federal Training Program (FTP) to document the 
nomination of trainees and completion of training.  In addition, it serves as the principle repository of personal, fiscal, and administrative information 
about trainees and the programs in which they participate.  This information becomes a part of the permanent employment record of participants in 
training programs, and should be included in the Government's Central Personnel Data File. 
  

ROUTINE USE(S): In addition to those disclosures generally permitted under 5 U.S.C. 552a(b) of the Privacy Act, these records or information 
contained therein may specifically be disclosed outside of the DoD as a routine use pursuant to 5 U.S.C. 552a(b)(3). 
  

DISCLOSURE:  Providing the personal information requested is voluntary; however, failure to provide this information may result in ineligibility for 
participation in training programs or errors in the processing of training you have applied for or completed. 
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